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1. PUR,PiOSE

This produre rlefires ttle requirernerts fur ttle creation, rwiery, appro/al,
distribrrtbn, use and rarisbn of r0l-PPA Quality ltlanagemefit SySm (QMS)
doc1flnents.

2. SCOPE

This procedure @i€5 mly to docurnerts whi$ hsEl.Et DOI-PPA staff on hol,y
to carry out activities and tas*s; this includes rnanuals, procedures, fofiis and
instnrtixnl sheets or posErs. Docrrnerlts outsije of this saope do not require
conbol.

3. DEFINITIO]T OF TERT'IS

DO].PPA

Document Information and its supporting medium.

The medium (:rn be paper, rnagnetic, electronrc or op0cal
cornputer disc, ph*ognph or a @mbination thereof.

The follotying are typrcally for Agency-wide use
. Quality tGnagement System Manual

Indudes the followirg:
. tope of Be QMSo Descriptbn of praesses and their interaction
. Mandatory plEedures (or reference to them). Otrer procedures required by tre QMS

Internal Document

' External Document A daurnent recei\€d by DOJ-PPA from extemal sources.

r U ncontrolled @py A docurnent copy not srrbject to fur$rer docurnent control
after it is r.red.

Document Masterlist A list 6lat identifies the chcurnents required by the eMS.

CONTROLLED
COPY

Refers to the Parole and Probation Administration

A docurnent gen€rated by DOI-PPA.

I)(icunlcnl ( o(ic ol A-Pwt{nt

J
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4, RESPONSIBILTTIES

5. PROCEDURE DETAILS

Person
Responsible

Document
Originator
(Process OYYner)

Document
C-ontroller

QMS Team
Leader

Administrator

Administrator Apprqyes interyEl ly generated documents.
Reviews and recommends the appro\ral of internal
dmrments needed by hVher DMsion/ffice, process
or function; app(()r/es the distribution of copies of
exErnal danrments pertainirg to his/her pr( cess or
functbn.

RegiorEl Director/ DMsirn
Chief / Chief Probatbn
Officer

Document Controller ErEures that the controls provided in this procedure
are effectively implernenbd throughout DOJ-PPA.
Maintains Ele central Docurnent Masterlist, listirE all
Ule cortrolled docurnents of PPA.

Document Originator Prepares draft of nerv or rwised intemal fuument;
Receives new or reyised extemal document from
source.

Document Copyholder Receives nerv or revised document frorn DocunEnt
Conboller and maintains copies.

Details/Functiofls Documen(Forms Needed

. Prepares new or revised
docurnents tsing Docunrcnt
Crcation/Re\rision Form and
slbmits the sarne to the
Document Contolhr fur revi€cv

Docurn€nt
Creatkrn/Revision Form
and $e Created/Revised
Daument

o Raniews the DCRF and submits
it to Ule QMS Leader br
recoailmendirg approval

Document
Geauon/Revision Form
and the Created/Rorised
Docurnent

. Recommends the propo6ed
revision/ creation for apprwal
by the Adm inisu-ator

Document
Geation/Rsrisbn Form
and tlE Created/Revised
Document

. Approves the ranised/ created
docrJrnent and routes it back to
the dauInent @ntroller for
distritution

Document
Geation/Revision Form
ard the GeaEd/Revised
Document
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Document
Controller

a

NO

NO

YES

YE5

6. GUIDELINES

6. l,Creation of Documents

Documerts are cleabd by an appopriaE gJbject rnatEr e\pert.
Docunent Geatbn/Rarisbn Foml must be filled out fur this
purpo6e.

All internal documents are oeated as soft fihs (MS Word@,
etc.); it is re@mrnerded Ulat files of a similar type bllot/v Ble
format of dler dcurnents in that type.

CreatedRevised v€rsbn must then be sert to ttle Docurnent
Confoler fur init'nl rei iil ard Regbnal Urector/Divisim
Otief/Oief Pmbation Ofncer fur rR iery and recomn€ndation
for apprwal.

Or(]inal rcleases of docurflents are given a radsion indicator of
'mo".

6.1.1.

6.1.2.

6.1.3.

6.1.4.

[)ocunr.nl ('odc

Revision Number

Page Numtrer
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. DisEihrEs appro\d doojrnent
to all concerned

. Update DocufiEnt rlasterlisu
fil€s Document
Creation/R€visaon Forn.

o Archives obsol€te rnaster copy
of documents and dispce
other obsolete op*=

o Files Documents Masterlist.

Appro/ed Document
cI€tion and Revision
Form; Masterlist of
Docurnents

START Document Contaoller OMS Team LeaderOoau.nent Ori8inato.

Oocwnent

.pprded?

Document Colltroller tr{D

Recornrnend

approval?

FLOWCHART FOR THE TTCUiIE'{T CREATIOII/REVISIOI{ PROCESS:

i
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6.2.Rwiew and Aoorwal

6.2.1. The QElity Management System t/hnual may onv be approrcd
by the Adninisu'ator of tlre Parole and Probation Administration
upon review and reaornrnendatim by Bre Depjty Administrator.
OUEr docunerG are to be approved by Ble Regional
Dircctor/Dvisbn Chief/Chief ftobatbn Omcer.

6.2.2. Hard aory of cr€aH/r€lt/ised '€rsbfl will be sent to tle Regional
Dircctor/Divisbn Chief/Oftf Probatbn Ofher.

6.2.3. Sfr @py of ttle appror€d document will be sent b the concerned
Daument Controller (Central Ofhe, Regimal and Freld Office)

6.2.4. The Regaonal Dircdor/Division Chir{/Chie'f Probati:n Ofhcer will
res{rlrre arry isst es with the oriJirEl auhor to actieve a
satisfactory doorrnent and hqshe will indiGte appro\ral of the
documert bV sirning on tle desilnded portbn.

6.2.5. The approtd docurnent shall fien be funMarded b Docurnent
ConHler.

6.2.6. The Docurnert Controller will maintain a tinder of rn6t cun€nt
hardcopy rcr,sions of dGuments. Any ffevions hardcopir:s in tris
birder are to be discarded or filed in an obsolete documeflt file.

6.2.7. The Docurnent Controller will maintain a cornBlter blder for the
latest scanned @py \rersbns of dcrxnert. This fih set must be
subject b data backup.

6.2.8. Any pre\ri}ts scanned versions are then rno/ed to a separate
blder kjeffified fur obeol* doorrnents which are ke6 for
historical BJrposes.

6.2.9. The diredory of offichl released dG.merts shall serve as a
"rnasEr list' of docurErits, indiatirE the arrent \relsbns of all
documents. No other rnaster list is requircd.

6.2.10. Review and appoval d internal daurnents shall be as follorvs:

Quality Plan

a

t

Document Type Originator level Reviewed by: Approved by:

QMS Manual co I Committee Administrator
co, Ro, Fo Crmmittee Administrator

Qualaty Policy co, Ro. Fo Committee Administrator
Regional

Dircctors,
DMsion
ChieE, Chief
Probation and
Parole fficers

Other Manuals
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Procedure

6.3.Reoast ation and Dasfibutbn of Documents

6.3.1. Registration of Internally Gerrcrated Documents

6.3.1.f. Net{ QMS <rocwnenS as ryell as re{rigon b ej(,sting eMS
dcurnents shall be regi# by Ole DooJrrEnt Controller to
mq.tre proper @rEol.

5.3.1.2. Docrrnert Reftrenae Codes fior internal daunrents shall have
the Hloring brmat:

Format AM€BB{CC-DOD
Where AAA Division Code

888 Document Type
CCC SeqLEfitirl Number (001, @2...)
DDD Revision Number

Risk and
Opportunity
Registry

co, Ro, Fo Regimal
Directors,
Dvision
Chiets, Chief
Probation and
Parole Officefs

CO, RO RegiorEl
Dircctors,
Divisbn Chiefr

Process Flow co, Ro

Action Plan for
RIPs

co, Ro, Fo Regbnal
Directors,
Divisbn
Chre6, Chief
Pmbati:n and
Parol€ Ofhers

QMR Leader

QMS Team

Leader

QMS Team

Leader

Forms CO RO FO Regional

Directors,
Divisbn Chkl
chhf
Probatbn and
Parole Offcers

QMS Team

Leader

Sample
Where

ADfl+RO{o1{00
ADM MministrativeDivision
PRO Procedure
001 C-ontnol of Docurnent
m0 Re\risbn Number

[)ttunrtnl ( txlc
Revision Number 006

Pagc Number Page 5 ol 9
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Office/ DaYirbn Codes:
Mminisu-ab/s Office
Administs-ative DMsion
C:se Management & Records Division
Community Servi-s Division
Financial f4anagernert Divilrim
Legal Divisbn
PlannirE DMsion
Technical Services Diybion

DGUmentTypc:
Qmlity ttlanual
Policy
Guidelines
Specifrcations
Form
Procedure
Work Instructbns

- OTA
_ ADM

- CMR

- csD
- FMD

- LED

- PLD

- TSD

- QMA
- POL

- GUI

- SPE

- FO,R

- PRO

- P1/VI

6.3.1.3 The coritrolled doomen(s) must contain no drcr rnarkings
other than the document code BEt fullows BE pr€scribed
fiormat.

Document Type

Risk and Opportunity
Registry

Procedure Purpose, Scope,
Definiuon of tenns,
Procedure Details
(including

nowdraG
Guiclelines)

Font Docurnent Header Content
QMS Manual Taho.na 11,

SirEle SpdrE,
Margim -1.5" left,
1.0" right

l-o9o, Ide, Code,

Rerrisbn no.

EmeAntity Oate

and PagE no.

See attached tabh
of content

OttEr Manuals Introduction,
Process Flow and
Procedures, Polici6
and Guidelines

See attacted
fonnat

Quality Plan

Action Plan for RIPS

See attad|ed
furmat

See attached
fiormat



.;i':tl,
'rt#i'

CONTROL OF DOCUMENTED
INFORMATION PROCEDURE

Effectivity Date March 18. 2022

Flo,vchart
procedure steps

ard correrned
office
Not apdicable

6.3.1.4 Documents and furms @ntained in the Service Manual shall
retain their original dcurnent numbers.

6.3.1.5 For ttp ontrolled docwnenE wi$ prwirs markings, as in
thce contained in the DOJ-PPA Service Manual, the rwision
number must be placed bebw tte dcurnert code. The
dloMrg format should be bllorred:

Endorsement

Docurnent Code
Ra/ision Number

PPA Form 37
Ret/igon 001

6.3.2.

5.3.3.

6.3.4.

6.3.5.

The Document Controlhr will maintain a list of where conbolled
hard@py docunerts are to be distrihjted. Ihe Doolnent Controller
wll be responsibh for distrihrtirg upded copies of su<fi ontrolhd
hardcot es b poper locatims. Controlled hardcopir= shall be stamped
CONTROLTED in red ink on the first page, to distirEuish trrcm frorn
uncontroll€d dcuments or phfficodes.

Controlled trardcop*x shall not be albred or nrodified fi users, and
must remain legiHe and rcadily idenUfiabb. This irdudes hand
markings by unauthorized personnel. Th€ onty €,(ce*ion to this rule is
fur Forms (see befxv.)

Controlled hardcodes may not be phdm6*d, unless fur the purposes
of sendirE b a recipient who is authorized to recei\re uncontrolled
wrsions of PPA dcunrcnE (i.e., relevant inM pafties). The only
ercedion to this rule is fur Forms (see bdo,v.)

Docurnent Fomat shall affi b all &o.rrents as folbws:

otA,Pwt-0ol[)ocuIlrcnt ( odeP a L()l .l
006Revision Number

Page Number Pagc 7 of9

Process Flor,v Not applicable Nd applkable,
(bcrxnent code at
the upper right

Forms Not applkable Not applicable,
document code at
the upper right

Letters

Issuance

Arial 12,

Single Spacirq,
tilargirs - t{,ormal

2.54 s1

Agency Logo,

address, website,
contact number

As prescriH



ot^-PWl4,0lI)ocunrr'nt ( ode

Revision Number 006

Page Number Pagc E of9
CONTROL OF TXrcUMENTED
INFORMATION PROCEDURE

ffectivity Date March lE. 20ll

6.3.6. CharUes to dcwnents shall follow the sarne procedure as dcurnent
creation.

6.3.7. Only prress ovners may propoe rsridon of doonnefiB.

6.3.8. Any clnnge to docufiEflts UEt reguire regulabry authority re\ria^, and
apprwal shall be submitH mrdingty, ard nd implernented until
sudr appoval in wrfirE b obined.
5.4.3.1 When processes are rnodified, appropriate doqrmentation

shall be observed.

6.4.EoG

6.4.f . ConUoll€d furms, as deemed necessarry by authorized perennel, ryxry
be reproduced witholt prkx approral by ttrc head of the aqency.

6.4.2. Forms that are used only within a specift area suct as regional and
fieH ofhces, ard divisbns BEt d, not adversery aftct the core and
support prrcsE, need not be registered with the QMs Docwnent
Contrdler.

6.S.ConEjollino Documerts of Extcmal eioin

6.6.1 All extemally generaH doorEnts shall be registered with the eMS
D6wn€nt Controller by pro6 otvners.

6.6.2 Changes / updates in the externally generated dmtnrents shall likerrise
be regifu with the QilS Document Controller.

6.6.3 lhe codes of exErnally gEnerdH docurnents $all be retairEd.

5.6.Retainino Dootmenbd Inftrmation

5.6.1. The Doqrnent Conboll€r u@Es the Document Mas&rlist and files
Docurnent Geation/Revision Form.

6.6.2. Archives obsdete m&r copy of docurnnt and dspce o$rer co6ries.

6.6.3. Fibs Docurnent lvliasErlist.

6.6.4. The soft and hard @py of eadt appro\,ed brm must be sent to ttre
Doqiment Confolbr br inchlsion in tlE docurEnt control area and in
Ule Internal Doqments }la*r Ust.

6.6.5. All ofFres shall ensure that the Dcunrented Inforrnatkrn are
maintained with labels fur easy identifEtion ard rctrieval.

6.6.6. only nrarkirp pens are used on doormenEd infurmatirfl. pencir
rnarkirqs *lall be @nsilered umfficial.

6'6'7. In case of erasure or correctbn, the corrected data bears the initiars
of the person who @nefrd it.

For exampb:€l2 15ffi yyl

6.4 Revislno Documc0ts
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6.6.8.

6.6.9.

Every process oDyner is responsibh for the creatbn, collectirn and
identificatim of a[ dG.merted infionnation related to h,s/her yvofk

and whil| shall consfi'h.te tsre ofhce files.

Documented infurmatbn are keB in appropriate locations to minimize
phpical d@ior*ion, damage, and loss. As sudt, re@rds may be
proEcted in aacordance with the follo,ying:

- Use of expandable fuders, protective sh€ets and/or ring binders;

- Storcd in stElv€s or steel ciDhrcts to prB/ent frun &teriratbn;
- Regular back up of e-fihs; aM,

- Access restri€tion, throlJgh pas$wd to prev,ent from unauttrorized
use.

Maintenance aM dispGal are done in accordanae with the Records
Dispositbn Sd€dr.de. To ensure easy rEfie\ral, filirp catineE, *relves,
boxes, folders and em@ are bbeled acording to BE estaHished
filirE sf$rn. Dmrmented infurmatbn bofiouled by drer ofFc€s or
uo*groups, are traed using logbmks or log sheets.

6.6.10. DisFitbn Sd€duh- Recorb ReErtbn Matsix b used as reEren@
fur mnibring the r€hrtbn and disposal of ttoorrrnts.

,ULTTO }I. OIRAY
oIc
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